FILING A DOCUMENT- MOTIONS/APPLICATIONS

The following instructions will guide you through the process of filing and docketing a
motion or application to the Electronic Case Filing (ECF) system.

STEP 1 Select Bankruptcy from the Main Menu, then click on the
Motions/Applications hypertext link.

EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout
Bankruptcy Events

AnswerResponse. ..
Appeal

Claim Actions

Creditor IMamntenance. ..
File Claims
Motiensf&pplications
Hotices

Cpen a BE Case

Orders/Opimons. .
Oither

Plan

Figure 1

STEP 2 The Case Number screen appears.

Bankruptcy + Adversary + Query + Reports + Utilities + Logout

File a Motion

Case Numhber

] 99-12345, 1.99-blk- 12345 or 1-99-bk-12345

M Clear

Figure 2

. Enter a case number, and click on Next to continue.
. If the computer prompts that you entered an invalid case number, click on
Back hypertext link to re-enter.
. Click on Next
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STEP 3

Select the Type of Motion/Application to be filed .

> C
E F Bankruptcy + Adversary « Query + Reports s Utilities

File a Motion

1-01-1000% Georgia Peach

Quash =
Reaffirmation
Reclassify/Reduce/Expunge Claims
Reconsider

Recusal

Reinstate Case

Relief from Co-Dabtor Stay

Feliaf fior Stay v

Mext Clear

+ Logout 6_:_

Figure 3

of Motion to be filed.

Using up A and down V¥ arrows to the right of the box, highlight the type

. If this a multiple part motion being filed, click on the first relief
and hold down the Ctrl key on your keyboard while clicking on each

additional type of relief being sought.

Click on Next to proceed, or Clear to repeat the selection process.

STEP 4 Next screen will ask  “ joint filing with other attorney(s)? ” Only check box if

this applies. Click the Next button to continue.

E C F Bankruptcy +  Adversary + Query + Reports -+ Utilities - Logout '6'
ile a Motion:
1-01-1000% Georma Peach

I~ Joint filing with other attorney(s).
Mext Clear

Figure 4
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STEP 5 Select the Party screen appears.

= ’ )
(5] Bankruptcy +  Adversary + Query + Reports « Utilities + Logout ?

ile a Motion:
1-01-1000% Georga Peach

Select the Party:

Feach, Geargia [pty:db]

=
M Cleat
Figure 5
. If the name of the party you are searching for is listed, click on the name,

then click Next and proceed to Step 9. [If the selection box is full, use the
scroll arrows to further search for the party name]

. If the name of the party is not listed, click on Add/Create New Party.

STEP 6 The Search for a party screen appears.

Kearch for a party

SSN TaxId
Last/Business name |Jalomon Smith

Seatch M

Figure 6a

. Enter a social security number (SSN), Tax Id number or one to four letters
of the party’s last name or business name (using upper and lower case
characters). Click on Search.
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EE F Bankruptcy +« Adversary + Query + Reports « Utilities + Logout
Search for a party

RS TaxId l
Last/Business name

Search Clear

Party search results

=
Select name fram list l Create new party
Figure 6b
. If the name is not listed, proceed to Step 7.
. If the name is listed, click on it. Then, click Select name from list.
. The Party’s information appears for verification and modification, if
necessary.

[Note: This screen appears every time you select a party that exists or has
been added to the system.]

Party Information
Balomon Smith Barney SSMN:Unknown
Office | Address1 |
Address 2 | Address 3 |
ciy [ State |  Zp |
Comty [ ] Comtey [
Phone | Fax [
E-mail |
ProSe |[no - Role [Eiedisilered -
Party text |
Submit | Cancel | Clear |
Figure 6¢
. Click on drop box, Role, select appropriate party role, (i.e.,
Debtor, Creditor, etc.).
. To add Party text information, such as 4 New York

Corporation, do so now in the box provided

Motions
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. Click on Submit to continue, or Clear to re-key party information
or Cancel to go back to the Select the Party screen.
. Proceed to Step 9.

STEP 7 If the party is not listed, click on Create New Party.

EE F Bankruptcy + Adversary + Ouery + Reports « Utilities + Logout
File a Motion:

1-01-10008 Georma Peach

Select the Party:

Peach, Georgia [pty:db] ] AddiCreate New Party

=
Mext Clear
Figure 7
STEP 8 The Party Information screen appears (to add a new person/entity).

Bankruptcy  +  Adversary + Query + Reports -« Utilities « Logout

Last name [Mazine Midland First name |
Middle name. [ Generation [ Title [
SSN [ ammaniew Taxm [
Office | Address 1 |
Address 2 | Address 3 |
ciy [ State [ @
County l—_'j Country [
Phome | Fax [
Email |
ProSe [ne = Role |Creditor (oren =]
Pariy text |
Submit | Cancel | Gleac] -
=
Figure 8
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STEP 9

. Enter the party information in appropriate fields. Use the Last Name
field for the last name or full business name, then press the tab key to
advance to the First Name field and enter first name. Proceed to the Role
field by clicking on the arrow to the right of the box, then select the new
persons role, (i.e., Creditor (cr:cr).

. Click on Submit to continue, Clear to re-key party information or Cancel
to go back to the Select the Party screen.

The Select the Filer screen appears with your party highlighted. Click on
Next.

>
!ile a Motion:

1-01-1000% Georpia Peach

Bankruptcy +«  Adversary « QOuery + Reports « Utilities + Logout ?-.
[

Select the Party:

faring Ml e AddiCreate Mew P
Peach, Georgia [pty:db]

=
M Clear
Figure 9a

[NOTE FOR ASSOCIATION: Click the box to associate the attorney with the party
added/selected. Click NEXT to continue. [You may receive this message if an attorney
has not previously been associated with the party].

EE F Bankruptcy + Adwversary « Query + Reports « Utilities » Logout

ile a Motion:
1-01-10008 Georoa Peach

The following attornew/party assoctations do not exst for this case.
Please check which aszociations should be created for this case:

M Manine Midland, (cricr) represented by McLarty-Carter, Simone (aty)

Mext Clear

Figure 9b
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STEP 10 Select the PDF Document screen appears.

3
"E CF Bankruptcy + Adversary + Query + Reports s Utilities + Logout
F

ile a Motion:
1-01-1000% Georsia Peach

Select the pdf document (for example: CA199cva01-21 pdf).
Filename

| Browse...

Attachments to Document: * o © Yes

M Clear

Figure 10a

. Type file name in blank box, being sure to include the . pdf suffix, or

Click on Browse to navigate to the appropriate directory and file:

. Change Files of type : to Acrobat [*.pdf] or All Files.

Change Look in: to the appropriate drive where the document is located.
. Click on file name to be associated with this entry

. Click on Open, The file is uploaded to the following screen:

Eile. Edit Miew Go Communicator Help

2] x|
Lookin: | = 3% Floppy (4] - & e

S 0181234ad pdi Tog 0151 2340bj pdi
0181 234anspdt TR 0181234pe pdf
T 0i81234cepdt (2] creditors.tat

| 0181 2348w pdf

(=] 0181234m pdf

(| 0181234 nte. pdf

W 01812340, pdf
File-narme: ] Open
Files of type: {iﬂ.ll’:Fjréﬁ:[-’*f‘-}? Ej Cancel
Figure 10b
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If there are no attachments to the document:

. Click on Next ( see figure 10d) and follow the procedures below).

. Fill in the information for the Hearing date (' these dates should be cleared
with each respective chambers) and select the correct location for the
hearing by clicking on the ¥ down arrow for the drop down box

. Click on Next to proceed to Step 11

If there are attachments to the document, e.g. exhibit, appendix, ezc.,

. Click on the radio button next to Yes (see figure 10a).
. Click on Next.

EE F Bankruptcy + Adversary + Query + Reports + Utilities + Logout
File a Motion:
1-01-1000% Georgia Peach

Select one o moxe attachments.
1} Enter the pdf docuraent that contains attachment {for exarople: Clappendi pdf).

Filename

[ Browse...
20 At your option, select & document type andior enter a description.
Type Description

I Bl

31 Add the fllenarne to the list box below. If srou have more attachraents, go back to Step 1. When the list of filenames is complete, click on the Nezxt button.

Add to List
Remowe from-List
=

Mext |

Figure 10c

Select one or more attachments screen appears. All exhibits must be
attached at this screen:

. Select the filename of your attachment by using Browse.

. Click on the ¥ down arrow next to Type and click on type of attachment.
. Click in Description box and type in any additional description.

. Click on Add to List.

. Continue to Add Attachments using the above steps as necessary.

. Once all the attachments have been added, click on Next

Motions
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STEP 11

The following screen appears.

EE F Bankruptcy + Adversary + Query + Reports -« Utilities

+ Logout
File a Motion:

1.01-10009 Georgia Peach

Feed: |75

I Duoes this filing refer to an existing document in this case? (If yes, click on the box)

NOTE: If the event you are docketing is an answet/response, youwill be prompted on a subsequent screen for its related motion.
Therefore, do not click on this box to establish a relationiship to the motion you are answering,
Hearing Information

n orderto enter a hearing date/time/location, you must contact the Court.
Hearing Date: ] Calendal |Hearing Time: AWM T FM

Location:l j

[end Clear

Figure 10d

Docket Text: Modify as Appropriate screen appears.

3
File a Motion:
1-01-10008 Georga Peach

Docket Text: Modify as Appropriate.

'] Motion for Relief from Stay ]catEd at 123 First Avenuw  Fee Amount

$§ 75. Filed by Marine Midland . Hearing scheduled for 7/24/2001 at 10:00 AM at
Courtroom 760, CI, NY. (McLarty-Carter, Simone)

M Clear

Figure 17

To add a prefix to docket text of motion/application:

Click on the ¥ arrow to right of first box.
. Select correct modifier.

Motions

Series 1300 - 9



To add additional text:

. Click in the second box ( a.k.a. free form textbox)
. Type in any additional description of motion/application. (if necessary)
. Click on Next to continue

STEP 12 Docket Text: Final Text screen appears.

EE F Bankruptcy +  Adversary + Ouery + Reports -« Utilities -+ Logout 6

File a Motion:
1-01-1000%9 Georsia Peach

Docket Text: Final Text

Motion for Helief from Stay for reaf properiy lacated at 789 Windows Avernue,
Hesthury VY. Fee Amount § 75, Filed by Salomon Smith Barney. (McLarty-Carter,
Simone)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Clear
Figure 12
. Verify docket entry as it appears on screen.
. Any additional docket text that was added in the free text box will appear
in italics (up to 70 characters)
. If correct, click on Next to submit filing to court.
. If docket entry is incorrect, press Back to make corrections, or start

over by clicking on Bankruptcy on the main menu bar.

Receipt of Filing

Once the entry is submitted after final approval, the Notice of Electronic Filing screen appears.
This screen gives confirmation that the system has received the entry, and the entry now is an
official court document. Scroll down to view entire receipt.
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File a Motion: il

1-01-10009. Georgia Peack

Hotice of Electronic Filing
(The f llomng trnsaction wms Tece fred from B Larty- Carter, Simere on 762001 o 4:36 PMEST

Case Name; Georgin Peach
Case mber; 10110009
Dooment Honber: 2

Dodket Tt
Moticrufir Reliffrom Stay realpropenty located at 122 Fivst Avemaw. Fee monee § 75 Filed by Morie Midland, Hearing scheduled for 7424/2001 2 10:00 AMat Conmiroom 760, CL 1Y,
(MeLatey: Carte, Simeme)

(The following doomert (s jare aesociated writh this trneaction,

Doomert desoption i Dooment

| Omiginal filemamne: £ 015125 4pe pdf

Hectronic dooment Stang:

[FTAME WhecBtamp D=070333706 [Dabe=T/A2001] [FilMmber=2421-0] [37

4 12c22 7600 Talad 23 2400 dedt SoMFR A 2edd 1a20a SAT 6324 064DAN AN 1024511
L0237 57 eefi 2300 Ged 2050 33 6obac0 1 STI037 1e2bdealb 1362¢]]

1-01-10009 Neticevall be dectromicalby raadled o

Simone e Laxty-Carter — Smone - Carteni@ersh s conmts o,

The Notice of Electric Filing appears each time you submit a filing to the court through
the ECF System. Each notice will include the following:

Who filed the document:
Date and Time:

Case Name:

Case Number:

Document Number:
Original filename (pdf):
Electronic document Stamp:

Print receipt

Click on File at top of Netscape screen and select Print Frame OR
Click on the Printer Icon at the top of the page.

[Note: It is highly recommended that copies of receipts be maintained for your records]

Motions
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Note: The following screen will appear if you attempt to access the docket or document through
the links provided on the Notice of Electronic Filing screen.

Bankruptcy + Adversary « Query -«

Reports -« Utilities » Logout
PACER Login

Notice

Thic i 4 Rentricied Wb Sibe for Oificial Court Bueitwss ouby. Dhathorized enimy is probabited subject to proseation wder Title 18 afthe TLE.
Code. A1 actmities and access sthampte are logged.

Instructions
Eriter yonr ECF login and pasommord for electronic filtng capabilities. Kyo do vt heed filing capabilities | enter yor PACER logit and pasamond.

By do not huwee 3 PACER login, cortact the PACEE. Service Certer to establich an accoumt. Yo iy regicter onldine at
hittpetfpacer pec nscourts oy or call the PACER Service Cerder of (3007 676-6856 or (2100 301-6440.

B access fee of F.07 per page, a0 spproved by the Fadicial Cordererice of the Dhdted States at ite September 1998 ceceion, will be scecced for

access to this seryice, A1 pupairies will be charged to your PACEE logi that is kept oncfile. you do vt reed filing capabilities | ater yoar

PACEE logm and pasomord. The Cliert code iz provided to the PACER nser & 4 mieme of tracking trmsactions bee clievt. This code can be 1p to

Futhenticstion
Lagin:
Pasanord:

Client code: |

]_ M ake this my default PACER login

Motions
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